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Perfor rmence Ewdudions - |dentify needs for job training, as well a=s

The annual peformance evaluation period is intere=t in career development adivities and job

approaching. vourimmediate supemisorwillbe | growdh.

- Look fopmard tothe nest annual cyde and st
nevy, of confirm existing, goak and

expe ctations.

arranging and conducting performance erals
during the months of May and June.
Employess and supenvisors are encouraged to
tace an adtive role in this activiby o best obtain
the bensfits of this professional dialog.
Ferformance evaluations offer the following

Preparing adequatehy for the performan ez
evaluation, well in advance, i critical to
mazimize the potential of this activity.
Resources are available to as=sistthe employes

Mission Statement

Toaupparttha Dapart mant of
Military Affaira weith quality, timaly
and affactivasarsica bazad on
principles of honaaty, intagrity and
tha highaat athicalstandarda.

opporunities for employees and supenvis ors:;
- |dentify and discuss the employee's ands=supernvisor in preparation forthe annual
performance evaluation. FPlease visit [ hld=
veb site at hitpaYdmawig o to find thes e
resources, Atthe home page, click on State
Human Besources, andthen dide on The SHE
Dy aterhy, to find the supplements to this March
2002 neves letter. The supplement include fuo
"review chedclists”, one for the employes and

suczesses and challenges which occurred in
the pastyear.

Yiit thaWNC-SHR wataitaat - Reflect upon obs emvations and experiences

wwrw dmawi.gov, Dapartmant
Qparatioms, Stata Human
Ramourcas. Thie sita & a graat
razcourzacf imfiormation and aardica
totha ganaral public and cur
imtarnalc wiomara -- amploy aas and
BUpAr: BOME.

fromthe past year a= 3 way to gener ate ideas
for improving'maintaining individu al perfor-
mance and = atisfa dion, relations hips, and
programmatic efforts .

- Discuss changes in position assignmenits, onefor the supervisar. These chedidist
duties, and responsibiltiez. This & a greattime inzlude awvariety of suggestions on how you can
to look ower position descriptions to ensure prepare for the performance evalu ation.
Additionalaourcas of waluabla JGCUTIC.
imfa rmation ara tha O5ER watbaita

[ Offic aof Stata Emp oy mant
Ralationza ) at v 0@ ar.wi.gow &
wallas ETF (Employaa Truat Funda)

at v Gt i.gon.

Cormp Time Carryower From 2007, Employees belonging to the WSEL and SEA b argaining units
must use their 2007 carngower comp ime by April 20, 2002, Employees belonging to WREC, WS P
and Crafts bargaining unite have until June 20 o u=se their carmy over comp, and nonere pres ented
(non-supervisors andsupervisors) must use their 2007 carmpover comp by December 31, 2002, Any

carnpower comp balances not used by the de adline willbe paid outto employees.
“acation Carmyower From 2007, Unless wou are an employes on anoriginal si< month prob ation,
wour 2007 carnyover vacation must be wsed by June 20, 2002 or itwill be lost

Azpring day feeds the whole year.
-- Russian Proverb

Extra Payday in 20081 Farrily Ermergency Plarning

zood newe for Dhdd state employees. Therewill be 27 paydays in calendar When severe weather strices or an emer gen oy
happens, it i important that wou and your family koo

vh at to do and where to go for safety. Bveny famiby

wear 2002 rather than the usual 25! This phenomenon occurs approcimatehy
once eveny ten yeaars.

Followuing are a fer things you maywant o considerplan far; - “our 2002
income for Wisconsin B etirement Syetem and Sodal Security purpos es will be
higher. - “vour 2002 income for State Group Life Insurance purpos es will be
higher, vuhich may putyou up to the higher "thousand®, resulting in higher 2002
coverage AMD 2002 premiumes. - our 2008 [ncome Continuation premiom may
b increas ed =lighthy with the addition al pay period. - There & no projected
impact on Hartford Accidental [ e ath & Dis memberment Insurance or Epic Life
Irsurance. - If projecting wour income for credit applications, you may want to
remember the increased income. - Ifyou paticipate in Deferred Comp and are
contributing the ma<imum eligible amount, ywou may wis b to revies your account

in DctoberMovember =0 a5 not to contribute ower the limit with the additional pay

period.

should have adisaster plan. In addition, there are some
bazic iterms wou should stodd inyour home such as
vater, noreperis hable food, first aid supplies and special
iterm=. Keep the tems that you veould most lkeby need
during an evacuation in an easy-to carny container and
store on ashelf in the basement or doset Visit the web
site for Wis consin Emergency bManagement (a3 division
of bl which has guidance and links to terrific
resources for personal preparedness, Ched it out at:
btfpefd maai, oy, Ancther great=site for emergency
planning is bftp Sdoanen, regdw, goy, sponsored by LS
Crept of Homeland Security.
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MIit=ry Family Leawe Changes

On Januany 28, President Bush signed into law the Support for Injured Service members Actwhich grants
additional leawe under the Famiby Medical Le ave Act (F L&) to employees who have family members inthe
military. The legislation creates bwo new categories of F L& le ave. The first categony, Injured
Servicemember Leawve, i effective immediatety, while the second category, Active Doty F amily Le gwe, will
niot be effective until the Depatment of Labor{DOL) Esues the necessany regulations.

R ather than go into detail of the new legislation --ple ase note-- if you have an employes who requires time
off fromuwodd to care for a Senvicemember who incurred 3 seriows injuny on adive duty, please contact Julie

White in SHR and =he will help ywou work through the situation follewing the neee roles.
Fora Depatment of Labor summary of the new ame ndmenits, foll aw the link:

hittpoddowni, dal. govses Sinbdfml aM DA, frmla.bim.

Bedronic Deposit

A= of February 28, 3 total of 287 D hid state
employe e wer e enjoying the convenience of
having their chedis electronically deposited into
their res pedive financial institutions.  This
amounts to anincredible 25.9% of all eligible
employees (permanent and LTE)! There are, in
fact, more employess signing up for this option
everny zingle pay period. vou will still reczive an
advice statement each pay period that list all of
wour biveekhy deductions and leawve balances.
With elect onic deposit, wouwan't have to worry
about mading that exdra frip to the bank on
paydays because your chedo will alre ady be in
wour accournt!

Ifywou are one of thos e employe &= not already
experiencing the s ecurity of having your ched
electronically deposited and vwould lkce more
information anthis feature, please contadc Chad
FPayroll. Remember, it onby taoes oo to three pay
periods before wou, too, can =it bade and stop
vua rnying about thewe ather, mail delivery, and
other misforunes that can delay your ched from
reaching your account

Fools are not confined to the month of April.
-- Anan

FTAvvebh demdlines.  Employees have until midnight on honday follawing the
pay period ending date to enter ime.

Supervisars have until 100 P on Tuesday following the end of the pay
period to approve andfor modify time for employees.

These deadlines may need to be changed to accommodate holidays butyou
vill be informed in advwance of any = chedule changes.
E-Mail reminders. The PTAWeb system has avtomated & mail fundionality to
remind employess and supenvis ors to complete entries and approvals. There
are three e maik sent related to time entries and approvaks.
® The first e-mail is sent at approximateby 12:00 Ph on bdond gy foll owing the
pay period ending date. This & mail notifies the 1.00 F TE employe es with less
than 20 hours of wolkfleave or leawe without pay that they do not have their ime
entered for the open pay period. LTE = and permanent employees who are less
than fulltime will not receive a reminder & mail.
* The secnd email s sent by 2:00 Abd on Tuesd ay morning to employees who
are 1.00 FTE and hawe not entered at least 20 hours of wodide ave or legue
vuthout pay for the open pay period. A copy is sent to their supervisors. At this
paint employees are lodced oot of P TAWeD for the open pay period and the
supeniizor must enter hours for them. Supervisors have the responsibility to
make certain their employees have accounted for at least A0 hours per wesk
(forfull time employe &) each pay period. Review the Pay Period Summany
and Pay Period Detail s creens on P TAWeb after you finish e ntering time to
werify the number of hours that will be paid.
® The third & mail & sent at appro<imatehy 10:00 Ahd on Tuesd ay to supervisors
vho have not completed approvaks for the previows pay period.

Flease contact Cathy Johreon at G022 2167 or Katie Es=er at (532
2 2G5 if wou hawe questions.




